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OFFICE OF THE UNITED STATES TRUSTEE
WESTERN DISTRICT OF OKLAHOMA

REPORTING GUIDELINES

GENERAL REOUIREMENTS

A.

B.

C .

D.

E .

The debtor i s requ i red t o comply i n a l l respects w i t h t he
Bankruptcy Code and t h e Bankruptcy Rules.

The debtor must pay a l l ob l iga t ions a r i s i n g a f t e r the
filing o f t h e p e t i t i o n (“post pe t i t i on ” ) i n fu l l when
due. This i nc l udes no t only genera l bus iness expenses,
but a l l p o s t - p e t i t i o n ob l iga t ions including but no t
l i m i t e d t o :

1- wages

2 . FICA, both employees’ and employers’ share

3 . Tax w i thhe ld f r o m wages

4 . A l l o ther taxes

5 . Un i ted Sta tes Trustee disbursement fees

The debtor may not pay p r e - p e t i t i o n ob l i ga t i ons except as
a l lowed by the Bankruptcy Code o r by order o f the Cour t .

The debtor s h a l l f i l e a l l f ede ra l , s t a t e and l o c a l tax
re tu rns when due, o r s h a l l p rocure an ex tens ion f r o m the
appropr iate taxing author i ty , un less o the rw ise provided
by the Bankruptcy Code o r by order o f t he Court. Debtor
s h a l l t ransmi t a copy t o the Un i ted S t a t e s Trustee o f a l l
income tax re tu rns , f ranch ise tax r e t u r n s (if
corporat ion) o r extensions f i l e d during the pendency o f
the case.

Not ices and copies o f pleading must be sent t o t h e United
S t a t e s Trustee as requ i red by Bankruptcy Ru le 2 0 0 2 ( k ) .

BANK ACCOUNTS - USE OF AUTHORIZED DEPOSITORY

A. The debtor must immediately e s t a b l i s h “deb to r - in -
possession“ bank accoun t ( s ) . The debtor i s t o c lose pre
p e t i t i o n accounts and open n e w accounts i n a depos i to ry
which has agreed t o comply w i t h Sec. 345 o f t he
Bankruptcy Code and t o comply w i t h reporting requi rements
o f the Uni ted Sta tes Trustee ( pe r attached Appendix B ) .
A l l accounts used during t h e pendency o f the case must be
es tab l i shed i n t h i s manner.
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3 .

4 .

B .

C.

The debtor s h a l l deposit a l l r e c e i p t s and make a l l
disbursements through these account (s) . Any funds in
excess o f that requ i red f o r current operat ions s h a l l be
maintained i n an in te res t - bea r ing account.

E s t a t e funds m u s t be deposited i n a bank wh ich has
agreed, o r will agree, t o provide repo r t s t o the United
States Trustee. Appendix A i s a l i s t o f banks t h a t have
prev ious ly agreed t o both provide r e p o r t s t o the United
S t a t e s Trustee and t o c o l l a t e r a l i z e debtors funds as may
be requ i red . Appendix B i s t h e Chapter 11 author ized
deposi tory agreement t o be executed and re tu rned t o the
Uni ted Sta tes Trustee should the debtor s e l e c t a bank not
l i s t e d on Appendix A . If report ing i s n o t cons is ten t
w i t h t h e requirements o r i f necessary c o l l a t e r a l i s n o t
pledged, the Uni ted S t a t e s Trus tee will request that t h e
bankruptcy e s t a t e ’ s funds be moved t o a complying
inst i tut ion.

INSURANCE REOUIREMENTS

A .

B.

C .

A l l debtors must maintain insurance as s e t f o r t h below
and make premium payments thereon when due.

Unless the Uni ted States Trus tee otherwise d i r e c t s , t h e
fo l l ow ing types o f insurance m u s t be maintained.

1. Casual ty insurance - t o cover tangible assets
suscep t ib le t o casualty l o s s ( f i r e , t h e f t ,
vandalism, e t c . )

2 . Workers’ compensation insurance - i f the debtor has
employees

3 . General l i a b i l i t y - i f the debtor conducts business
operations

4 . Product l i a b i l i t y insurance - i f appropr iate

Insurance coverage m u s t be v e r i f i e d as se t f o r t h i n
paragraph D4 o f the initial r e p o r t i n s t r u c t i o n page

INITIAL FILING REOUIREMENTS

A. The debtor m u s t comply fu l ly w i t h FRBP 1007 and the l o c a l
r u l e s o f t h e Western D i s t r i c t o f Oklahoma. These r u l e s
r e q u i r e s the debtor t o f i l e schedules, a s ta tement o f
f i n a n c i a l a f f a i r s and o t h e r documents w i t h the C l e r k o f
the Cour t . Fa i l u re t o f i l e requ i red documents or
pleadings o r t o obta in an order granting extens ion of
t i m e t o f i l e may r e s u l t i n t h e fil ing o f a mot ion t o
d ismiss o r convert debtor ’s case.
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B.

C.

Pursuant t o FRBP 1 0 0 7 ( d ) , t h e debtor mus t f i l e w i t h the
p e t i t i o n a l i s t containing the name, address, phone
number and amount o f c l a i m o f debtor ’s twenty la rges t
unsecured c r e d i t o r s . Th is l i s t should n o t con ta in the
names o f any c r e d i t o r s who are “ ins iders ” as tha t te rm i s
def ined i n S e c t i o n l O l ( 3 1 ) o f the Bankruptcy Code.

The Initial Financ ia l Report and A f f i dav i t , a copy wh ich
i s attached, must be attached and f i l e d w i t h the Court
and a copy t r a n s m i t t e d t o t h e UST o f f i c e within f i f t e e n
( 1 5 ) days o f t h e da te o f filing. All i t e m s m u s t be
completed and t h e informat ion requested furn ished t o t h i s
o f f i c e . See i n s t r u c t i o n page f o r “Initial Report”
enclosed f o r i n s t r u c t i o n s .

CREDITORS MEETINGS

A.

B.

Sec t i on 3 4 1 o f t h e Bankruptcy Code requ i res a mee t ing o f
c r e d i t o r s i n each case. A n o t i c e o f t h e meet ing
containing t h e date and t i m e o f the f i r s t meet ing o f
c r e d i t o r s i s sent t o a l l c r e d i t o r s .

A representa t i ve o f t he debtor as w e l l as deb to r ‘ s
counsel, a re requ i red t o attend. The deb to r ’ s
rep resen ta t i ve m u s t be someone knowledgeable about t h e
debtor ’ s a f f a i r s and ab le t o a c t f o r t h e deb to r . If a
j o i n t p e t i t i o n i s f i l e d , both debtors are requi red t o
attend.

MONTHLY OPERATING REPORTS

A .

B.

C .

D.

Every debtor mus t f i l e monthly operating repor ts , under
penalty o f perjury, w i t h the Court and transmi t a copy t o
the Uni ted States Trustee o f f i c e pursuant t o FRBP 2 0 1 5 .

The r e p o r t m u s t be signed by the debtor (s1, if an
individual(s1, by an o f f i c e r , i f t h e debtor i s a
corpora t ion o r a general par tner , if t h e debto r i s a
partnership.

The r e p o r t and attached statements are due f o r each
calendar month p e r i o d f r o m the date o f the f i l ing of the
p e t i t i o n ( f i r s t r e p o r t w i l l normally be f o r a shor t
per iod) unt i l t he case i s dismissed, converted o r a plan
i s confirmed. The repor t i s due t h e 15th o f the month
fo l l ow ing t h e repor t ing per iod. ( i . e . t h e June repo r t i s
due July 1 5 t h )

The r e p o r t mus t be prepared i n accordance w i t h genera l ly
accepted accounting p r i n c i p l e s . The enclosed format i s
t o be u t i l i z e d i n f i l ing monthly operat ing r e p o r t s unless
p r i o r w r i t t e n approval i s obtained f r o m t h i s o f f i c e .
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E.

F.

G.

The quarter ly fees r e p o r t i s t o be submi t ted quar te r l y .
A l l o the r r e p o r t s are done monthly.

The standard monthly operatkng r e p o r t w i l l cons is t o f the
fo l l ow ing informat ion: (1) monthly repor t cover sheet;
( 2 ) monthly r e p o r t i n g a f f i d a v i t ; ( 3 ) income statement;
( 4 ) r e c e i p t s and disbursements statement; ( 5 ) l i s t of
disbursements; ( 6 ) bank r e c o n c i l i a t i o n ( s ) ; ( 7 ) copy o f
bank statement ( s ) ; ( 8 ) statement o f aged accounts
rece ivab le ; ( 9 ) statement o f aged pos t p e t i t i o n accounts
payable; and (10) I R S Form 6123 ( V e r i f i c a t i o n o f
F iduc ia ry ’s Federal Tax Depos i t ) o r copy o f tax deposi t
r e c e i p t when necessary and appl icable s t a t e report ing
form o r p roo f .

See attached monthly operat ing r e p o r t format f o r further
d e t a i l s and requ i rements along w i t h a format t o use.

COMPENSATION

Compensation and/or o ther b e n e f i t s (e .g . use o f automobile,
insurance, meals, e t c . ) Pa id f r o m t h e assets o f the es ta te t o
t h e debtor; o r if a partnersh ip, t o any o f the par tners ; o r i f
a corporat ion, t o any o f f i c e r , d i r e c t o r o r stockholder
the reo f , f r o m t h e t i m e o f the f i l ing o f the p e t i t i o n unti l
conf i rmat ion o f a plan, must be repor ted t o the Uni ted Sta tes
Trustee and c r e d i t o r s ’ committee.

8 . CHANGES OR INTERRUPTIONS I N BUSINESS OPERATIONS

Any changes o r in te r rup t ions i n normal bus iness operat ions
must be immedia te ly repor ted t o t h e Un i ted States Trus tee and
the c r e d i t o r s ’ committee.

9 . QUARTERLY FEES

SEE ATTACHED YELLOW SHEETS FOR FURTHER 1NFORMATI.ON

1 0 . TAXES

Copies o f a l l tax r e t u r n s f i l e d p o s t - p e t i t i o n m u s t be provided
t o t h e Un i ted States Trus tee within t e n ( 1 0 ) days o f fi l ing.
The debtor, by t h e 15th o f each month m u s t submit t o t he
I n t e r n a l Revenue Serv ice Form 6123, V e r i f i c a t i o n o f
F iduc iary ’s Federal Tax Deposit , f o r each prev ious month. Y o u
must send Form 6123 t o : I n te rna l Revenue Serv ice , Specia l
Procedures S t a f f , 55 N. Robinson, Stop 5024 , Oklahoma C i t y ,
Oklahoma 73102 and prov ide t h e Uni ted S t a t e s Trustee w i t h a
copy. A sample form i s enclosed f o r your convenience.
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